
PROJECT REVIEW PROTOCOL - GUIDE

Employed by management to proactively review major project status, reinforce best practices and coaching.  Questions may fit into any or all of these contexts.

Project Name: ____________________________________________________

Project Manager*: _________________Reporting Manager ________________

Project Start Date:______: Percent Complete:___%  Completion Date:________

* May hold any of the following job titles: Account Support Representative, Senior Account Support Representative, Project Manager, Senior Project Manager, Principal Project Manager, Program Manager, Senior Program Manager, Principal Project Manager, Technical Account Manager or other related title in Implementation Services.

I Project Scope:

1. The Project Manager describes the scope by defining the major deliverables, tasks and milestones. (Should be documented in one or more of the following: Contract, Service Quotation, Pricing Matrix, Deliverables Document, Unified Configuration Workbook, Task Statement.   The scope document(s) should be in either the Project Workbook, Contracts Database)

2. Describe any changes from the original scope of work.  (Since last review. Reference is needed the PMO Project Scope Change Management Form[s] )
· What were they?

· How were they processed?

· How were they communicated to the stakeholders?

3. Were any scope constraints (customer generated limits such as brand, time or performance constraints) identified? (What were they & who identified them?)

4. Have the scope constraints (Your Company generated limitations such as network or architectural constraints) been communicated to the customer? (Should be documented in either e-mail, Doc Repository or Project Workbook.)

5. How realistic was the (original) proposal communicated to the customer? (Who developed the proposal? Who communicated it to them? To what extent did the PM ensure scope document integrity?)

6. Were there any expectation management issues?


II Project Risk Management:

1. What risk issues have been identified?

2. How have these risk issues been addressed in the Project Plan (Project Plan includes, but is not limited to, contractual scope definitions, risk management plan, action items and schedules)?  (Should be confirmed on PMO Web Risk Management Checklist.)

III Project Schedule:

1. The Project Manager reviews the schedule, employing the template, comparing Actual versus Baseline.


2. Has the Project Manager identified, on the schedule, customer driven schedule dependencies? - possible coaching opportunity

3. If an Actual versus Baseline variance, of a key roll up milestone, is identified: Define the actions that were or are being taken by the Project Manager to manage this.

4. Were assumptions made for the schedule?  Please describe.


5. Have these assumptions worked? 

6. Were the (Network Operations) Implementation Coordinator's delivery dates determined (confirmed) at the Internal Kick Off?

7. How have the (Network Operations) Customer Provisioning dates been managed against the project schedule?

8.  (Was a WBS developed?) - opportunity for coaching

IV Project Communication:

1. How does the Project Manager assess the customer's expectations and current perceptions?

2. What has been the quality and frequency of communications with the Project Manager's virtual team (Who composed the core team?)? (In what form: email, in-person, telephone, etc.)

3. What has been the quality and frequency of communications with the customer? (In what form: email, in-person, telephone, etc.)

4. Have any issues surfaced that affected scope, risk or schedule?  Please describe how they were addressed.

5. How have newly developed issues changed the Project Plan?  (Was a new baseline schedule issued?)


6. Has the initiating sales person (Account Manager, EBC, etc…) been kept informed?

7. How has this project been reported to the Reporting Manager and how frequently?

8. Have escalation paths been identified and communicated at the internal and external kick off meetings? (At Your Company? At customer?)

9. Who has been the primary point of contact? - possible coaching opportunity

V Project Quality:

1. Any Lessons Learned thus far?  Have they been posted on the intranet site?

2. What is the customer satisfaction level at this point?

3. Have Your Company processes been working?  If not- please describe issues and potential solutions

4. How will we know that the deliverables are installed and working?

5. How will we obtain customer system acceptance?

6. Are there any team member roles and responsibilities requiring clarification?

NOTES:

PM/ASR/TAM Signatuture:  ______________________________ Date: ___/___/___

Manager’s Signatuture:    _________________________________ Date: ___/___/___














